Supervisor Responsibilities For UVM Purchasing Card

The signatureof the cardholder'ssupervisoror supervisor'sdesigneeis required on the PurchasingCard JournalReportin
addition to the cardholder’'ssignature.Becauseof the volume of dollars and transactionsthat the purchasingcard program
processessupervisorreview and approvalis a prudent and necessarybusinesspractice. Supervisoresponsibilitiesare listed
below.

A. Reviewpurchasingcardreceiptsandinvoicesto ensurethat:
x Alltransactionsare appropriateUniversitybusinessandfall within Universityandfederalguidelines Any
unusualpurchasesare supportedby an explanationof the businesgpurpose.
Alltransactionshavebeenverified by the principalinvestigator(sywhosesponsoredoroject(s)havebeen charged.
Alltransactionsgspeciallythosethat are sponsoredprojectrelated, havebeenallocatedappropriately.
Alloriginalinvoicesor original,itemizedreceiptsareattached.
Transactionarewithin guidelinelimits $2,500pertransaction.
Transactionsre in compliancewith the IRSAccountablePlanRules Spacefor this documentationis providedon
the PurCardlournalReport.Thisistrue for all travel, businessneals,and hospitalitytransactions.
x Anyadditionaldocumentationrequirementshavebeen completed.
x NoVermontSalesTaxhasbeencharged.
B. Verifythat Reportsarerouted to DisbursementCenterin a timely fashion. PurCardJournal
Reportsare dueto DisbursementCenterten dmgirethat the necessarglocumentationis completedand submittedfor the lastcycleof purc
cardactivitywhenanemployee(cardholder)is terminated.

X X X X X

H. Supervisorsvill ensurethey do not approvetheir own expensesvhenchargedto anotheremployeespurchasingcard.

I. Supervisorsvill delegateauthority to reviewandapprovethe PurCardlournalReportonly to qualifiedpersonnelwho
arein apositionto makea meaningfulreviewandassessmentf the transactionsandwherethe expenseswill be
charged.

J. Anemployeecannotapprovea PurchasingCardJournafor amemberof the employee'damily.

CONSEQUENCES
| understandthat failure to properlyfulfill my responsibilitiesof the purchasingcardsupervisorcouldresultin the following:

x Purchasingardbenefitswill berestricted
X Purchasingardin supervisor'sramewill be put onhold
X Requiremenbf chair,dean,or directorin issueresolution
X Requiremenbf chair,dean,or directorto approvecardholdersJournaReports
x  Consultationwith Internal AuditServices
I confirmthat | havereadandunderstoodtheseresponsibilitiesand procedures.

PrintName: EmployedD:
Signature: Department:
Date: CampudAddress:

Return to: UVM Di sbursement Center
205 Waterman, 85 South Prospect Street, Burlington, VT 05405
Telephone 802-656-4192



Supervisor Responsibilities For UVM Purchasing Card

Supervisor Responsibilities For  UVM Purchasing Card (cont’d)

| am responsible for the following cardholders:

Card Holder Name:

Card Holder Name:

Card Holder Name:

Card Holder Name:

Card Holder Name:

Card Holder Name:

Card Holder Name:

Card Holder Name:

Card Holder Name:

Card Holder Name:

(List above will be cross-ferenced with the CarHolder acceptance forms)

| designate the following individual to sign off on card holder Journal/Reports on my behalf. | also
recognize that assigning a designate does not relieve me from my PurCard supervisor responsibilities
listed on page 1.

Designate Name:

Designate Emp ID:

Department:

Campus Address:

Designate Signature:
(Designate subject to same responsibilities and consequences as Supervisor)

Return to: UVM Di sbursement Center
205 Waterman, 85 South Prospect Street, Burlington, VT 05405
Telephone 802-656-4192



